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If you’re new to teaching online at PSU or just want to refresh your skills, this guide can help. It’s
specifically for the “Online - No Scheduled Meetings” course modality. Some of its sections may
not be relevant for other modalities. For a condensed version, scan the Course Management
Timeline. If you don’t find what you need in this guide, contact the OAI Support Desk.

These resources have the foundational principles for this guide. You might find it helpful to
review them first.

● Community of Inquiry

● Quality Assurance Standards (OSCQR)

● Federal Guidelines that define regular and substantive feedback

● PSU student feedback surveys

● Universal Design for Learning (UDL)

These websites are mentioned throughout this guide. They’re the online tools you’ll use most
often.

● Odin account: Official PSU login for all campus services

● myPSU: A central place for student and faculty resources

● Banweb: Course roster and submission point for final grades

● Gmail: Official PSU email

● Canvas: PSU’s learning management system (LMS), the hub for your online course

● Kaltura Media Space: Where you’ll upload the videos you record

https://www.pdx.edu/registration/guide-course-delivery-methods
https://www.pdx.edu/registration/guide-course-delivery-methods
https://oaiplus.pdx.edu/course-management-timeline/
https://oaiplus.pdx.edu/course-management-timeline/
https://www.pdx.edu/academic-innovation/teaching-support#gethelp
https://www.thecommunityofinquiry.org/coi
https://oscqr.suny.edu/evidence-examples/
https://www2.ed.gov/policy/highered/reg/hearulemaking/2018/index.html
https://www.pdx.edu/research-planning/sites/g/files/znldhr2096/files/2021-01/NSSE%20Pulse%20Survey%20Results%202020.pdf
https://oaiplus.pdx.edu/introduction-to-universal-design-for-learning/
https://www.pdx.edu/technology/odin-account-standard
https://my.pdx.edu/
https://banweb.banner.pdx.edu/
https://mail.google.com/
https://canvas.pdx.edu/
https://media.pdx.edu/home


Before Term Starts

Get to Know the PSU Community
PSU is unique in part because of its demographics. It was founded to serve veterans from World
War II. These insights might help you support students and encourage them to persist in their
studies.

Keep Up with Administrative Tasks
Your department will process your teaching contract. The first date of your teaching contract is
usually two weeks before the term begins.

You’ll need access to a live Canvas shell. Typically, you’ll be enrolled in your live shell during
week seven of the previous term. Contact the OAI Support Desk if you are not enrolled by week
eight.

Verify that your department will assign you a teaching assistant (TA), if applicable.

You may receive an email from the Disability Resource Center (DRC) that one or more of your
students has an accommodation. Review the email carefully to understand and implement each
accommodation.

Even though your course is online, place a copy of your textbook on course reserve at the
library, for students on campus — if possible.

Most departments require at least one office-hour appointment per week during the term.
Schedule these in Canvas via Zoom and communicate them with an announcement, in your
syllabus, or, if appropriate, on the Canvas course homepage. Instructors report that students
don’t take advantage of online office hours. Low attendance is common. Consider these
recommendations.

Get Up to Speed with Technology
Students report that a challenge to their success is the instructor's lack of familiarity with the
required course technology. You can get up to speed by enrolling in this Canvas course:
Growing with Canvas. Next, think about your technology needs and contact the library if you
need to borrow any tech items to teach your course.

Have you taught in Canvas at PSU before? You can Import course materials from an existing
Canvas course shell.

Ensure that your course materials are appropriate for the modality. Students want course
materials designed for the modality. If you have publisher integrations or specialist technology,
consider how to integrate them within your Canvas course shell.

It’s helpful to experience your course as students do. Try the Student View feature within
Canvas.

https://www.pdx.edu/portland-state-university-facts
https://www.pdx.edu/portland-state-university-history
https://www.pdx.edu/portland-state-university-history
https://www.pdx.edu/academic-innovation/teaching-support#gethelp
https://www.pdx.edu/disability-resource-center/faculty-staff
https://oaiplus.pdx.edu/schedule-and-record-a-meeting-in-d2l/
https://www.learntechlib.org/p/183778/
https://oaiplus.pdx.edu/growing-with-canvas-self-paced-course/
https://library.pdx.edu/study-spaces-computers/equipment/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-copy-content-from-another-Canvas-course-using-the/ta-p/1012
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-External-Apps-LTI-Tools/ta-p/57
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-a-course-as-a-test-student-using-Student-View/ta-p/1122


If your course uses videos, make sure they have captions. This helps students follow along,
take notes, and reinforce concepts — and it’s also necessary for Americans with Disabilities Act
(ADA) accommodation.

Within Canvas, you can lock modules — but do it carefully and with intention. Students often
report such gatekeeping issues as a barrier to their learning.

When you finish setting up your Canvas course, publish it.

Start Your Term Right: Essential Student Communications
It’s time to identify:

● Tasks for students to complete daily, weekly, or throughout the term

● Your expectations for students

● Your response times

● Your preferred communication method

● Clear grading policies, including consequences of late submissions

Be sure to keep these consistent throughout the term. Model your expected communication
style in all course interactions and communication channels.

Next, determine where and how to communicate them. Ideally these items can be part of the
syllabus. Confirm with your department whether you can change your course’s syllabus (and
assignments, learning outcomes, recommended or required texts, etc.) You could also place
them on your Canvas course homepage or within an introductory discussion post. Either way,
consider also sending students a welcome email with any or all of this info along with how to
access the course and a request to complete a pre-term survey. For a quick start, use an email
template.

For more ideas, visit Start Your Term Right: Essential Student Communications.

More about the Syllabus
If you can edit the syllabus, consider:

● Adding a course outline (Students often request a detailed course summary in one
place, to help them plan.)

● Adding overall course goals (and using the Announcements/Modules tool to share
weekly goals, helping students connect work to goals)

● Double-checking that your due dates within Canvas match the syllabus (and using the
Announcements tool to inform students when a timed response is required)

For more syllabus ideas, consult Building an Effective Syllabus — which links to the OAI
Syllabus Template.

https://oaiplus.pdx.edu/generate-machine-captions/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-prerequisites-to-a-module/ta-p/1123
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-a-course/ta-p/1185
https://facdev.e-education.psu.edu/teach/manage
https://ctl.wiley.com/course-expectations-why-you-need-them-and-how-to-communicate-them/
https://oaiplus.pdx.edu/email-templates-for-the-start-of-term/
https://oaiplus.pdx.edu/email-templates-for-the-start-of-term/
https://oaiplus.pdx.edu/start-your-term-right-essential-student-communications/
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Announcements/ta-p/39
https://oaiplus.pdx.edu/syllabus-template/


First Week of Term

Social Presence: Build a Learning Community
Introductions can help establish a social presence — that someone is “real” and “there.” When
introducing yourself to your students, you could:

● Include things about your professional life (e.g., teaching philosophies, links to articles
you have written, presentations you have delivered, your blogs) and your personal life
(e.g., pictures of your pets, vacations, hobbies). You could do this in text or as video or
audio via  Zoom.

● If you’re comfortable, declare and model your pronouns — add or edit them within Zoom
and Canvas.

● Upload a profile picture to Canvas.

Within your course, if allowed, build activities to foster class community, support open
communication, promote regular and substantive interaction, and establish trust. These could
include student introduction videos, ice-breaker activities, a general course bulletin board and
dedicated discussions in the discussion forum, and weekly office hour(s).

Create a course orientation video with a short syllabus overview, including course objectives,
required readings, interaction guidelines, expectations, and due dates.

Manage Your Waitlist
On the first day of the term, the automated waitlist function will stop. You’ll need to manage the
waitlist in Banweb. This means you’ll give students an override to allow them to register.

Throughout the Term

Maintain Your Presence
Instructors play an important role in creating social and teaching presence (Ladyshewsky,
2013). Being present in your online course is key to keeping students engaged, leading to
overall student success. Student-instructor interaction is one of the strongest predictors of
student learning and may be the primary variable for predicting online course learning outcomes
(Arbaugh et al., 2009). Here are a few ways to stay connected to your students and help them
feel like part of your learning community. Reinforce what you established at the start of term:

● The best method to communicate with you
● How soon you will get back to them, including whether you’re available on the weekends
● How long you will take to grade or give feedback on their work, including work submitted

late

Post regular announcements, including notification about any delay in feedback or grading.

https://oaiplus.pdx.edu/best-practices-for-zoom-meeting-recording/
https://oaiplus.pdx.edu/best-practices-for-zoom-meeting-recording/
https://www.pdx.edu/queer-resource-center/trans-and-queer-resources
https://oaiplus.pdx.edu/change-your-zoom-display-name-and-add-pronouns/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-select-personal-pronouns-in-my-user-account-as-an/ta-p/1127
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-profile-picture-in-my-user-account-as-an/ta-p/1214
https://docs.google.com/document/d/1Mc5ft6f1-TnYwu2PWcAlj60wTv5wYnsdgIZ925AFtuI/edit?usp=sharing
https://www.pdx.edu/registration/academic-scheduling-automated-waitlist


Keep interactions with students on a predictable schedule. For example, schedule and release
three weekly announcements:

● Instructor tips
● Additional course-related resources
● Upcoming assignment due dates

Use virtual office hours effectively.

Monitor each student’s academic engagement and success. Identify students who may be
struggling or disengaged, and proactively send them emails to check in and/or encourage them
to come to your virtual office hours.

To keep students on track, give each module at least a short introduction to the topic. Indicate
which materials to review and which activities and assignments to complete. Remember to
include due dates for every assignment and activity in the module.

Schedule an optional session in Zoom (How to Host a Zoom Meeting) for a live check-in with
your students. Allowing students to meet with you in real-time can help to build community in
your course. Be sure to have some kind of interaction planned to keep students engaged.

Keep video lectures relevant. Students value videos that tie concepts together — and it’s even
better if video lectures are paired with discussions.

You’ll also want to:

● Diagnose misperceptions and misconceptions.
● Identify conflict.
● Summarize discussions.
● Identify areas of agreement and disagreement.
● Seek to reach consensus and understanding.
● Encourage, acknowledge, and reinforce student contributions.
● Draw in participants (Shea et al., 2006).

Midterm Check-In
Consider creating a midterm feedback survey with anonymous survey tools such as Canvas
and Google Forms. If you collect feedback, address it before the end of the term. You don’t have
to implement every requested change, but you should acknowledge the feedback you receive
and provide transparency around any changes you make in response.

Help Create a Learning Community
Group and peer-review assignments can support social, teaching, and cognitive presences in
the online learning environment (SUNY Online Course Quality Review Rubric). Interactions
among students are one of the cornerstones of f online learning communities (Rourke et al.,
2001). They can enhance learning, increase knowledge comprehension, and help students
acquire competent skills (McConnell, 2006). Instructors play a pivotal role in creating community

https://www.learntechlib.org/p/183778/
https://oaiplus.pdx.edu/host-a-zoom-meeting-schedule-a-meeting/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-survey-in-my-course/ta-p/782
https://portlandstate.atlassian.net/servicedesk/customer/portal/2/article/610468405


and affecting learning outcomes and students’ knowledge construction (Barnes, 2016), in part
because they design and scaffold peer interactions and collaboration assignments and activities
(Stephens & Roberts, 2017).
A community serves as an information exchange (Moller, 1998). Consider how the course
provides students with opportunities for interactions to share advice, information sources, and
tools, and to inject knowledge from diverse sources of information with guidance from the
instructor. The benefits of resource sharing:

● Students become responsible for their learning.
● Students and the instructor become equal participants within the community.
● The full reservoir of existing knowledge and skills is utilized.
● Relationships within the community are strengthened as participants draw upon one

another’s knowledge and skill (Stepich & Ertmer, 2003).

Here are some practices to foster student-to-student interaction and other recommended
instructional strategies.

Online Discussions
● Create Thriving Online Discussions
● 10 Tips for Effective Online Discussions
● Discussion Board Guidelines
● Asynchronous Discussions
● Facilitating Online Learning

Online Group Work
● Challenges Facing Group Work Online
● Designing and Fostering Effective Online Group Projects
● Facilitating Collaboration in Online Groups
● Strategies for Instructors on How to Improve Online Group Work
● Using a Jigsaw (Students work in small groups to develop knowledge about a given topic

before teaching what they have learned to another group.)

Peer Review
● Peer Review Strategies
● Successful peer review
● Best Practices for Large-Enrollment Online Courses, Part 2: Managing Groups, Peer

Review, and Other Peer-to-Peer Interactions
● Peer Assessment in Online Courses

https://bcourses.berkeley.edu/courses/1492740/pages/best-practices-foster-student-to-student-interaction
https://www.uis.edu/ion/resources/tutorials/pedagogy/instructional-strategies
https://oaiplus.pdx.edu/create-thriving-online-discussions/
https://er.educause.edu/blogs/2018/11/10-tips-for-effective-online-discussions
https://docs.google.com/document/d/1XDcjlpMzblK31lNqusC_M7pU7cs3K9n2iLbAUolWXhE/edit
https://ufl.pb.unizin.org/instructorguide/chapter/asynchronous-discussions/
https://cft.vanderbilt.edu/guides-sub-pages/blended-and-online-learning/
https://search.library.pdx.edu/discovery/openurl?institution=01ALLIANCE_PSU&vid=01ALLIANCE_PSU:PSU&volume=37&date=2016&aulast=Chang&issue=1&issn=0158-7919&spage=73&id=doi:10.1080%2F01587919.2016.1154781&auinit=B&title=Distance%20Education&atitle=Challenges%20facing%20group%20work%20online&sid=google
http://stats.lib.pdx.edu/proxy.php?url=https://search-ebscohost-com.proxy.lib.pdx.edu/login.aspx?direct=true&AuthType=ip,url,uid&db=aph&AN=61018541&site=ehost-live
https://files.eric.ed.gov/fulltext/EJ1133614.pdf
https://search.library.pdx.edu/discovery/openurl?institution=01ALLIANCE_PSU&vid=01ALLIANCE_PSU:PSU&volume=43&date=2010&aulast=Koh&issue=2&issn=0735-6331&spage=183&id=doi:10.2190%2FEC.43.2.c&auinit=MH&title=Journal%20of%20educational%20computing%20research&atitle=Strategies%20for%20instructors%20on%20how%20to%20improve%20online%20groupwork&sid=google
https://kpcrossacademy.org/techniques/jigsaw/
https://www.unr.edu/digital-learning/tools-and-technologies/webcampus/peer-review-strategies
https://onlineteaching.umich.edu/successful-peer-review/
https://teachonline.asu.edu/2018/10/best-practices-for-large-enrollment-online-courses-part-2-managing-groups-peer-review-and-other-peer-to-peer-interactions/
https://teachonline.asu.edu/2018/10/best-practices-for-large-enrollment-online-courses-part-2-managing-groups-peer-review-and-other-peer-to-peer-interactions/
https://www.brown.edu/sheridan/teaching-learning-resources/teaching-resources/course-design/enhancing-student-learning-technology/peer-assessment-online-courses


Hone Your Feedback, Rubric, and Grading

Give Meaningful, Timely Feedback
Instructor feedback catalyzes student learning in online environments (Ertmer et al., 2007). It
improves student learning and increases instructor social presence. Feedback gives students a
feeling that someone is there who cares about their progress (Bonk & Khoo, 2014).

PSU students often report that instructors take too long to grade assignments and that feedback
is too late to be useful, vague, unclear, or inconsistent. Here are some principles for giving
meaningful, timely feedback.

● Keep students updated: Make announcements on how grading is progressing, reasons
for delays, and when to expect individual feedback.

● Set deadlines strategically: Many students who take online courses work full-time and
do their homework over the weekend. If you don’t want to deal with last-minute questions
on Sunday evening, don’t make assignments due on Sunday midnight.

● Have real-time, just-in-time conversations: When a student struggles with a particular
concept or need individual support, consider making a phone call or scheduling an
optional synchronous Zoom session (Darby & Lang, 2019) .

Not all feedback leads to performance improvement. Feedback can improve student learning if
it’s (Vardi, 2013):

● Clear, direct, and prescriptive
● Short and targeted
● Focused on the deep, meaningful aspects of the task, such as the content, level of

analysis, and structure within the text

Feedback should explain the grade by relating the standards in the rubric to the specifics of the
task and what the student did in the assignment. For example: “You have described in your own
words what the company has done in the local community. This description meets the ‘pass’
standard of performance.”

Feedback should also explain what the student needed to have done to reach the next grade
level. For example: “To move up to the ‘credit pass’ level, you needed to research beyond the
company’s website and news reports to find independent data that would allow you to analyze
….”

Explain what the student needs to do to reach the next higher performance level in the
subsequent assignment. (“To produce a good proposal for this company, I suggest you check …
and analyze …. This will help you come up with a better strategy.”)

Link your feedback to the structure of the text with content. (“You identified some interesting
positives and negatives with the company’s performance. The quality of your analysis would
have benefited from another section, following on from the positives and negatives, that
compared the underlying reasons for the difference in performance.”)

Do not:



● Overemphasize surface features (e.g., grammar, spelling, referencing conventions)
● Correct everything in the text.
● Make general comments that could apply to any written task.

Build and Apply Rubrics
One way of clarifying assignment requirements is to provide rubrics alongside assignment
details. Rubrics have advantages that you’ll want to consider. In Canvas, you can add a rubric to
an assignment, a graded discussion, or a quiz.

Another way to clarify assignment requirements is to give students examples.

Keep Grading Updated
Students want to know what their progress is in a course. A well-designed and up-to-date
gradebook allows students to check in on their progress continuously throughout the term.

Deal with Plagiarism
Occasionally you may encounter some forms of plagiarism — particularly if your course uses
Turnitin. Check with your department to understand how to uphold academic integrity.

End of Term
● Submit final grades to Banweb by 5 p.m. on the Tuesday after finals week.
● Need to approve an incomplete? Contact your department.
● Did students frequently ask certain questions? Could such questions come up again in

future terms? If so, create short video or text responses to share ahead of time with
future students. Consider creating assignment-specific, topic-specific, or course-wide
responses, as appropriate.

● Review the course for student assessments and note areas of continuous improvement.
● You should receive a copy of your course evaluations after the term ends. Review it for

common themes and areas to consider adjusting in future offerings, and contact your
department about any feedback you want to implement.

● Seek mentorship within your department and inquire about connecting with other
colleagues.

● Review the OAI workshop schedule for any future offerings.

For more ideas, visit Wrapping Up: End of Term Procedures.

https://www.cmu.edu/teaching/designteach/teach/rubrics.html
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-rubric-to-an-assignment/ta-p/1058
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-rubric-to-a-graded-discussion/ta-p/1062
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-rubric-to-a-quiz/ta-p/1009
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Gradebook/ta-p/701
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Gradebook/ta-p/701
https://www.pdx.edu/dean-student-life/academic-misconduct
https://help.turnitin.com/integrity/instructor/canvas/assignment-setup/creating-an-assignment.htm
https://www.pdx.edu/registration/final-grade-entry
https://www.pdx.edu/registration/incomplete-grades
https://www.pdx.edu/academic-innovation/calendar/month
https://oaiplus.pdx.edu/wrapping-up-end-of-term-procedures/
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